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Help

The Help option has additional topics in Outlook 2007. Some of the most useful ones are under the
Microsoft Office Outlook Help menu item. “What’s New” and “Training” are both helpful.
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What’s New?

One topic that we recommend is “Getting to know you; again: The Ribbon”. It explains the use of the
Ribbon that we will be discussing later in this document.
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What's new

i’npﬂs 15 items

'@ What's new in Microsoft Office Outlook 2007

@ Up to speed with Outlook 2007

@3 Get out of your Inbox with Outlook 2007

@ Discontinued features and modified functionality in Outlook 2007
'Q Demo: Up to speed with Qutlook 2007

'@ Up to speed with the new Microsoft Office

'@ Using Outlook 2007 with or without Weord 2007 installed

'@ 11 ways to get ready for Qutlook 2007

'@ & visual introduction to the 2007 Office release

'@ 9 ways to get ready for the new 2007 Office release user interface
'Q Managing junk e-mail in Qutook 2007

@ Button, button...Crabby has a button

'@ Crabby's favorite Outlook 2007 features

'Q Getting to know you...again: The Ribbon

'@ Get your Crabby content (and much more) with RSS in Qutlook 2007
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Training

The Training option provides numerous small training modules that you can read to learn about specific
areas within Outlook 2007. It also has an “Outlook 2007 Training Courses” option that provides links to
a variety of online training courses provided by Microsoft. A great training resource that you can link to
from this option is the “Interactive Guide.”
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Topics 16 items

Qﬂ Up to speed with Outook 2007

@3 Get out of your Inbox with Qutook 2007

Qﬂ Manage your mailbox I: Find its size and frim it down

QJ Manage your mailbox II: Understand your choices for storing
'@ Outlook 2007 training courses

ﬁg Manage your mailbox III: Move or copy messages to Personal Folders
@J Manage your mailbox IV: Archive old messages

ﬂ;] Manage your mailbox V: Retrieve, back up, or share messages
Qﬂ Calendar I Outook calendar basics

@ Security I: How the 2007 Office system helps you to stay safer
Qﬂ Calendar II: See and use multiple calendars

@ Outlook and RS5: Internet information delivered to your Mailbox
ﬁﬂ Up to speed with the 2007 Office system

QJ Keyboard shortouts in the 2007 Office system

ﬁﬂ Create and use your own Electronic Business Card

ﬁl Create greatHooking signatures for your e-mail
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Inbox

The inbox screen looks basically the same as it did in Outlook 2003. The main difference is the
addition of a “Categorize” menu option. This option lets you categorize emails, which puts a colored
indicator in the “Categories” column of the inbox view. For example, if you are working on an Outlook
2007 project and an Infopath 2007 project, you could categorize all of your Outlook-related emails as
purple and all your Infopath-related emails as green. You can also assign a category name to each color.
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Out of Office Assistant

In Outlook 2003, when you opened Outlook after turning on the Out of Office Assitant, a popup
appeared to alert you that Out of Office was still on and asking if you wanted to turn it off. In Outlook
2007, a small notice of “Out of Office” appears on the lower right status bar instead of an informational
alert appearing on the screen when opening Outlook. When you click on “Out of Office” in the status

bar you have the option of either accessing the Out of Office Assistant or turning off Out of Office auto-
replies.
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Sending a New Message

This is one of the screens where you will notice a major difference. When you send (or reply to) a

message you will no longer have a File menu, instead, you will see the Office Button and you will see a
Ribbon bar instead of the toolbar in Outlook 2003.
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The Office Button replaces the File menu, and provides access to such functions as Printing, Saving,
and Moving messages, as well as a variety of other options (Printing and Saving can also be done via the
icons near the top left corner of the message screen).
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The Ribbon bar has four tabs; Message, Insert, Options, and Format Text. Certain options will be grayed
out (unavailable) if they are not relevant to where you are working. For example, if you are not sending a

message in Rich Text format, the formatting options that are only available in Rich Text mode will not be
available.
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Reading a Message

This screen looks substantially different in Outlook 2007. It has a Ribbon bar instead of the old toolbar.
The Ribbon bar on this screen only has a Message tab since the other tabs are not relevant to this screen.
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From: CCP Manager Sent Wed 9/24/2008 3:08 PM

o Loftin, Kathy

cec Benisek, Ryan; Cox, Stephen; Aiken, Robert

Subject: RE: Unblock WebEx and GoToMeeting

i

Your change request has been processed and assigned a reference number: ¥8-0924-01-IM60. Tt will be discussed during the next
Technical Review Board, which will be held 30 September at 3:30 p.m. in CA-222. The dial-in number is 202-287-1019.

Leslie O'6win-Rivers
Change Request Manager
301-903-1042

C-066 Germantown

Leslie.O'6win-Rivers@hq.doe.gov

From: Loftin, Kath
Sent: Wednesday, September 24, 2008 9:39 AM
To: CCP Manager

Cc: Benisek, Ryan; Cox, Stephen; Aiken, Robert
Subject: Unblock WebEx and GoToMeeting

Ryan, this is the CGP you asked me to submit after our conversation yesterday.

Kathy Loftin
DOE OCIO Technology Engineering and Integration
Energy Enterprise Solutions, LLC

301.903.3654

Replying to a Message

When you reply to a message, you will basically see the same Ribbon bar that you see when composing
a new message.
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From: postmaster@ghqg.doe.gov [mailto:postmaster@hg.doe.gov]
Sent: Saturday, March €7, 2889 5:39 PM
To: CNR
Subject: Delivery Notification - Your message has been delayed
v
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Calendar
The Calendar has a slightly different look.

Open a Shared Calendar — this allows you to open a shared calendar to which you have access, such as a
conference room or another user’s calendar. You can still perform this function from the file menu if

you prefer.

[& calendar - Microsoft Outlook _ax
i Fle Edit View Go Tools Express Acions Help Type 3 question for fielp |+
P ENew - |0 X 84 | Today | [ Searchaddressbocks - | @) i KB o
Calendar <[ oy [ we | momn ] To-Do Bar » x
2] All Calendar Items. -~ —~ - 4 September 2008 )
(€ 3) September 22, 2008 o [
People’s Calendars. 2
123456
Monda
D awoao-cze | 2z e 78 910111213
My Calendars B 141516171819 20
[ Calendar - 21222324 25[6]27
D% Calendar in Archive Fol gam T 282930
[ Catendar n Archive Fal Stand Up Meeting, Meet-Me-Number is 37079
[ 2] Calendar in Archive Fol CA-219/GTN and GE-216/FORS; CNF-OCI0-CA219 2 Stand Up Meeting, Meet-Me
[ . calendar in Archive Fol g00 Sat 8:30 AM -9:15 AM
: CA-218/GTN and GE-216/FCo
Howto Share Calendars Mo Un Moo, Moo ovc)
(00 |[Cancelea: ENG TEAM MTG Canceled: EES-ENG team mig ; CNF-OCIO-CAZ22; Aken, Robert | R A
Onen s hared Calendar.., NROd0Z2 CA-219/GTN and GE-216/FCo»

oSt | [Canceled: ££5-FED Weekiy Engineering Mg ‘
CcA222 e
0 Stand Up Meting, Meet-Me
11 uken, Rohest 2 Mon §:30 AM -9:15 AM
| fca-219/6TN and GE-216/FCar

Search Calendars Online

Share My Calendar.

Send a Calendar via E-mil.
Publish My Calendar... it Pranet
Amanged By: Due Date.
s Groun -
)
=/l |2 ¥ NoDate
2.0 [Ch 4
300
40
500
(3 mail 600 -
{71 catendar Show tasks on: Due Date start Date Due Date Reminder Time In Folder ¥
8] contacts ©
=
/] Tasks =

bl @

5 tems All folders are up to date. 3 Connected to Microsoft Exchange ™

U.S. DEPARTMENT OF offlce of The Chlef

EN ERGY Information Officer




